title(s) and subheadings summaries or abstracts the introduction and conclusion visual materials (pictures, charts, graphs or tables) and their captions the first and last sentences in paragraphs the conclusion any focus questions Note how the reading has been structured and look for the author's plan. This will give you an idea of the main thesis.
Q = Question
Your reading will be more memorable if you question the material.
As you are surveying, note down your questions. Writing down questions keeps you alert and focused on your work.
Ask yourself:
What is this chapter/ article about? What did my lecturer/ tutor say about this chapter or subject? What do I already know about this subject? How does this reading relate to what I already know/ have read?
Devise questions that will guide your reading:
Think about specific questions for which you need to, or would like to, find answers. Read any focus questions at the end of the reading. 
R1 = Read
Be prepared to READ material twice.
First, read without making notes:
1. Decrease your pace and read actively. Active reading requires concentration, so take your time and find a quiet place where you can read and focus.
2. As you read, look for answers to the questions you noted down earlier. 6. If you have difficulty understanding a text, look up difficult words in the dictionary or glossary of terms and reread. If the meaning of a word or passage still evades you, leave it and read on. Perhaps after more reading you will find it more accessible and the meaning will become clear. Speak to your tutor if your difficulty continues.
7. Use reflection to increase your understanding of what you read. When the author makes a claim, reflect on your prior knowledge to support or disprove it. If this raises more questions, note them down. This will help you remember and understand. But keep in mind that you are using personal reflection only as a learning tool-it is not sufficient to prove or refute a research finding.
